Quick Sheet: 
Add or Change Approval Status 


This Quick Sheet documents how to add Creative Approval Status 4. (optional) Add notes or comments related to the Creative 
and Approval Notes or Legal Approval and Legal Comments after Approval in Approval Notes field. 
uploading an asset. 5. Click “SAVE”. 


Adding or editing Creative Approval Status and Approval Notes 
1. Once anew asset is created, open the asset and click “EDIT” 
at the bottom of the page: 


NOTE: To edit or change Creative Approval Status or Approval 
Notes, repeat Step 1. 


2. Goto METADATA tab. In Administrative Metadata section, 
select Approval Status and Approval Notes to add the fields. 


Administrative Metadata a j 
Final 


Source Business Unit * 
Asset is WIP or Final * 


Approval Status 


Approval Notes 


Asset Expiration Date 


3. On the right pane, select the approval status for the asset 
from the following options: 
e Approval Pending 
e Approved for External Use 
e Approved for Internal Use 
e Approved with Restrictions 
° Do Not Use 
° Unknown 


Quick Sheet: 
Add or Change Approval Status 


4. (optional) Add notes or comments related to the Creative 


1. Once anew asset is created, open the asset and click “EDIT” Approval in Legal Comments field. 
5. Click “SAVE”. 


at the bottom of the page: 


Adding or editing Legal Approval and Legal Comments 


NOTE: To edit or change Legal Approval or Legal Comments, repeat 


2. Goto METADATA tab. In Administrative Metadata section, 
Step 1. 


select Legal Approval and Legal Comments to add the fields. 
3. Onthe right pane, select the legal approval status for the 
asset from the following options: 
e Approval Pending 
e Approved 
e Not Approved 


Administrative Metadata ^ 


Source Business Unit * 
Asset is WIP or Final * 


Approval Status 
Desert 


Approval Notes 


Asset Expiration Date * 
Collateral 


Legal Comments 


* 


Legal Notice 
Stroller Card 


Legal Approval 


